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 Responsible for processing 504 home repair grant and loan applications for seniors and low-income individuals to 
bring homes up to safety and code regulations. 

 Review multiple repair contracts, meet with contractor and applicant to ensure fair market price, make sure 
contracts meet compliance with minimum HUD guidelines, establish deadlines and process payments in a timely 
manner. 

 Input data into multiple databases to track grants and loans and provided reports to Housing Programs Director 
which aided in tracking the utilization of allocation for the grant and loan programs appropriated by Congress  

 Process contractual purchase obligations and invoices, mortgage lenders and bankers loan checks and rental 
  assistance agreement contracts for Multi-Family Property Owners to ensure USDA stakeholders, clients     
and borrowers receive payments in a timely manner. 

 Review legal documents for accuracy and precision for New Jersey foreclosure process before submittal to the Office 
of General Counsel to ensure USDA is properly servicing its borrowers which aided in reduction of delinquency and 
foreclosure rate 

 Process and approve purchase and invoices payments for New Jersey stakeholders and vendors 
 
 

USDA – Rural Development  Mt Laurel, NJ  February 2018 – June 2018 
Community Facilities Programs/Underwriting Specialist (Detail) 

GS-1165-07 
20 Hours/Week 

$46,159 
 Review regulation eligibility, complex organizational documents and letter of conditions for commercial loans and 

grants for nonprofit entities and commercial lenders 
 Attend and assist senior commercial specialist with federal compliance reviews and loan closings 
 Review loan application documents for accuracy and completion 
 Process pre-qualification application for nonprofit entities and commercial lenders to receive federal direct and 

guarantee assistance 
 
 
 

   2004 – 2015 
Patient Care Technician/Phlebotomist 

 Provided compassionate, exceptional care to oncology, telemetry and psychiatric patients. 
 Accurately verified all patient information to enhance organizational efforts. 
 Administered exceptional and friendly patient care and customer service while performing a variety of critical 

physical tests, including taking vital signs, height, weight, temperature and phlebotomy. 
 Effectively maintained a safe, secure and healthy environment, strictly following all policies and procedures to 

ensure complete patient safety. 
 Provided patients with written office policies, medical literature and benefits information, fully educating all staff 

and patients and ensuring complete patient satisfaction. 
 

   2002 – 2004 
Coordinator/Junior Underwriter 

 Extensively reviewed various assets, income and credit reports per crucial underwriter specifications. 
 Administered comprehensive training to all new hires, ensuring complete understanding of their responsibilities and 

company policies. 
 Fully assisted the manager with quality and quantity control to ensure optimal organizational success. 
 Analyzed numerous areas of credit worthiness and provided credit decisions to analyze and conditionally approve 

income, such as W-2s, assets, credit and ratios. 
 Processed loans approved by an automated decision system within the designated signing authority limits. 
 Corresponded to and provided the highest customer service, ensuring satisfaction and knowledge of loan status. 
 Corresponded with mortgage loan officers, banking center associates, realtors and title companies, and provided 

second-look decisions on loans based on counteroffers and restructuring of loans. 
 Cleared conditions and issued changes to terms on previously approved loans, and verified conditions of approval, 
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including customer income and assets documentation. 
 Identified and resolved title issues, including vesting issues, child support liens, judgment liens and undisclosed liens, 

and processed subordinations for internal and external liens. 
 Reviewed and analyzed HUD-ls, appraisals and preliminary title reports, resolving appraisal and title disputes, and 

coordinating closing activities. 
 Performed pre-funding and post-closing verification of loan documentation on loans selected for review. 






